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COMMUNITY RELATIONS: Community Involvement   
 
VISITORS TO SCHOOLS [Visits to Schools] 
 
I. PURPOSE 
 

TO DEVELOP PROCEDURES FOR THE TIME, PLACE, AND MANNER BY 
WHICH PERSONS VISIT THE SCHOOLS. 
 

II. DEFINITIONS 
 

A. AUTHORIZED EMPLOYEE - THE SUPERINTENDENT, PRINCIPAL, OR 
ANY PERSON DESIGNATED IN WRITING BY ONE OF THESE 
PERSONS AS AN AGENT OF THE SCHOOL SYSTEM FOR THE 
PURPOSES OF THIS POLICY. 

 
III. PROCEDURES 

 
A. AN AUTHORIZED SCHOOL VISITOR IS A PERSON (NOT A 

STUDENT OF THE SCHOOL OR AN IDENTIFIED EMPLOYEE OR 
VOLUNTEER OF BALTIMORE COUNTY PUBLIC SCHOOLS (BCPS) 
ON OFFICIAL BUSINESS) WHO HAS LEGITIMATE SCHOOL 
BUSINESS, TO INCLUDE, BUT NOT LIMITED TO, PARENT 
TEACHER CONFERENCES, PRE-ARRANGED CLASSROOM VISITS, 
ATTENDANCE AT OTHER SCHOOL EVENTS OR APPOINTMENTS 
WITH SCHOOL EMPLOYEES. 

 
B. EACH PRINCIPAL WILL ENSURE THAT SIGNS ARE POSTED AT 

ASSIGNED VISITOR ENTRANCES THAT WELCOME VISITORS 
AND DIRECT THEM TO THE SCHOOL OFFICE FOR 
REGISTRATION BEFORE ENTERING ANY PART OF THE 
BUILDING.  [All members of the school staff are encouraged to make 
visitors feel welcome.  All visitors shall be directed to report to the school 
office where they shall be greeted by a member of the principal’s staff.]   

 1. The principal shall follow protocols established in The Critical 
Response and School Emergency Safety Management Guide for 
visitor screening. 

 2. EMPLOYEES MAY DEMAND IDENTIFICATION AND 
REASON FOR THE VISIT FROM ANY PERSON WHO 
DESIRES TO ENTER THE PROPERTY. 
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C. PRIOR TO VISITING ANY PORTION OF THE SCHOOL, ALL 

VISITORS TO SCHOOLS MUST REPORT TO THE MAIN OFFICE, 
SIGN THE VISITOR’S LOG, STATE THE REASON FOR THEIR VISIT, 
AND RECEIVE A VISITOR’S PASS THAT MUST BE WORN AT ALL 
TIMES.  

 
D. ANY SCHOOL SYSTEM EMPLOYEE WHO OBSERVES A VISITOR 

WITHOUT A PASS SHOULD DIRECT THAT INDIVIDUAL TO THE 
MAIN OFFICE.   

 
E. CLASSROOM VISITS  
 1. CLASSROOM VISITS AND CONFERENCES BY PARENTS 

AND OTHER AUTHORIZED INDIVIDUALS ARE 
ENCOURAGED.  SUCH VISITS SHOULD BE ARRANGED 
THROUGH THE PRINCIPAL’S OFFICE OR WITH THE 
CLASSROOM TEACHER [Visitors requesting conferences are to 
schedule those conferences with an administrator and/or teacher] 
prior to coming to the school. 

 2. THE PRINCIPAL RESERVES THE RIGHT TO LIMIT OR 
SCHEDULE THE VISIT IN SUCH A WAY TO DIMINISH OR 
AVOID DISRUPTION TO THE NORMAL OPERATION OF THE 
SCHOOL. 

 
IV. DENIAL OF ACCESS 
 
 A. AN AUTHORIZED EMPLOYEE [The principal] MAY DENY ACCESS 

TO BCPS PROPERTY TO ANY PERSON WHO:  [has the authority to 
exclude from school premises any individual who disrupts the instructional 
program or who may pose a threat to the safety and security of students or 
staff.] 

  1. IS NOT A BONA FIDE, CURRENTLY REGISTERED STUDENT 
OR A BCPS EMPLOYEE WHO DOES NOT HAVE LAWFUL 
BUSINESS TO PURSUE AT THE SITE; OR 

  2. IS A BONA FIDE, CURRENTLY REGISTERED STUDENT AT 
THE SCHOOL AND HAS BEEN SUSPENDED OR EXPELLED; 
OR 

  3. HAS BEEN DENIED ACCESS TO THE; OR 
  4. ACTS IN A MANNER THAT DISRUPTS OR DISTURBS THE 

NORMAL EDUCATIONAL FUNCTIONS OF THE SCHOOL; OR 
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  5. MOLESTS OR THREATENS A STUDENT, EMPLOYEE, 
AGENT, OR ANY OTHER INDIVIDUAL ON SCHOOL 
GROUNDS, ON A SCHOOL VEHICLE, OR ON ANY 
PROPERTY OWNED BY THE SCHOOL SYSTEM.   

 
V. COMPLIANCE 
 

A. THE SCHOOL PRINCIPAL IS RESPONSIBLE FOR FOLLOWING 
ESTABLISHED PROCEDURES FOR ADMITTING ONLY 
AUTHORIZED USERS TO SCHOOL PROPERTY. 

B. THE SCHOOL PRINCIPAL IS RESPONSIBLE FOR INVESTIGATING 
INSTANCES OF ALLEGED VIOLATIONS OF THIS RULE AND 
TAKING APPROPRIATE ACTION, EXCEPT WHEN IT MAY BE 
APPROPRIATE TO DENY ACCESS TO MULTIPLE PROPERTIES, IN 
WHICH CASE THE SUPERINTENDENT’S DESIGNEE WILL BE 
RESPONSIBLE.  

C. AUTHORIZED EMPLOYEES ARE RESPONSIBLE FOR ISSUING NO 
TRESPASS LETTERS IN ACCORDANCE WITH ESTABLISHED 
SCHOOL SYSTEM PROCEDURES. 
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